
Appendix A: 
 

How to Apply for a Digital Certificate. 
 

1) Go to Digital Signature Trust at http://www.trustdst.com/state/wa ( if at any time during 
this process you need help, the best place to call is DST’s help desk at 1-888-248-4447.  
They have an excellent help desk staff.) 

2) Click Apply Now. 

 
3) Click on green square "Begin Application Phase" 

 

http://www.trustdst.com/state/wa


Appendix A:  How to Apply (cont.) 
 
4) Choose your Digital Certificate by clicking on radio button next to "High" and NEXT> 

 
5) Choose type of Digital Certificate by clicking on radio button next to "USB Token and 

Extention Cable $90" and Next> 

 
 

6) Confirm Digital Certificate choice and type, high and USB Token. Click Next> if correct.  
 



Appendix A:  How to Apply (cont.) 
 
7) Complete Name and Address Information. (Use your home address where you get your 

mail, they may ask you to prove it.) Click Next> 

 
8) Complete personal identification information. Click Next> 

 
 
 
 
 
 



Appendix A:  How to Apply (cont.) 
 
9) Enter a pass phrase twice (and remember it, it will be used next week when you get your 

certificate and whenever you want to access through Transact Washington). Click Next> 

 
 

10) Choose 3 questions you could be asked in the event you forget your pass phrase. (Try to 
choose questions where the answer doesn't change) Click Next> 

 
 

11)  Answer Questions .  Click Next> 
12) Confirm personal information. Click Next> if correct. 



Appendix A:  How to Apply (cont.) 
 

13) If you accept terms to agreement, click on small box at beginning of statement (towards 
bottom of page) . Click Next> 

 

 
 

14) Select payment method by clicking on radio button next to "Flexible Ordering Plan 
Voucher".  Click Next> 

 

 
 
 



Appendix A:  How to Apply (cont.) 
 
15) Enter Voucher Number exactly as it appears in the email: This # will be provided by DOH 

CDR Contact. (if it says that it doesn’t recognize voucher number, select back and verify 
voucher number, fix if necessary)  Click Next> 

 

 
 

16) From the drop down box select ‘Health Department of (DOH)’ because that is who is 
paying for the certificate.  Click Next> 

17) Verify Order. Click Next> 
18) Open Notary form and print it out. Follow instructions for filling out the form, take to notary 

to have notarized and mail to Digital Trust at addresss provided with a copy of 
identifications presented to the notary. (Two pieces of Identification required) 

19) Wait to receive your certificate welcome kit at your home mailing address.  DST will send 
you a welcome letter and a certificate welcome kit containing your token and installation 
instructions 

20) When your digital certificate arrives take it to your office and install it on the computer in 
which you will be using to enter CDR data.  Follow instructions in packet and call DST’s 
help desk at 1-888-248-4447 if you have any questions.   

 
 


